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NOTES FOR PRESENTATION OF OFFICE OF PERSONNEL

‘the Office of Personnel is charged with yespensibility for the develon-
ment and administration of the Agency's personnel program. As its .itde
suggests, this Office is enimged! in the usual activities of reoruitaent,
assignment, counseling and other amployee servicea, and recordkeepl . We
have adapted customary general programe to our own needs. These sp2cial
features are the points I would like to bring out in talking with you today.

We are necessarily excepted from many of the competitive civil servica
rules including recruitment via Civil Bervice appointment. Bo, retier than
placing our personnel requirerants before the Commission to be fillad Sroz
examination rezlsters, we are ’out on the road’ trying to locete imdiviéuais
who are interssted in and qualified for work in the Agency. We share with
most other employera, both priveate and public, the problems of obtairing
sufficient qualified typists and stenographers and the cempetition lor
Junior professionsl t'alent in stientific and engineering fislds. W2 also
bave need for more experienced people in highly speclaliped fields or with
uncommon combinations of quelifications. While the nwsber of pecpl: needel

in this latter category hee decreceed ss the Agency has grown up sni developoo

its basic personnel resources, the reletively small number now need:d ex2
pretiy difficult to find.

In our clerical recrultment, we rely largely on esteblished coitacts
with high schools and business colleges throughout the cowrtyy. In the
Junior professional group, particularly the Junior QOfficer Trulnees & ra.y
oh esteblished contacts at colleges and yniversities throughout the couwntrr.
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About, 55.7% of our appointees last year vere obtailned through the fielé
recrultment sctivity I have just desoribed. Apother 19.9% visited the Agency
headguartars on their own initiative. The remaining 24.5% were referral ‘o
us by other mewbers of the Agency or from other sources.

Recruitment sod sssignment activity leans hsavily on accurate positicn
information to tell us what kind of pecple are needed. Our positicn ewalua-
tion unit is responsible for collecting Job information which desw ibes not
only the dutiee and responsibilities to be performed but slso the cualifica.
tions required (education, experience, and important persopal charvcteristics)
snd sny specisl working conditiors. Bacouse the injunctiop to the Dirertor
to protect intelligsnce sources end methods virtually precludes outsids
inspection of our positions, wve have been exempted from the Classiyication
Act which covers most Federal workers. 7This exemption places & het.vy rselof-
sibility on us to establish our own job price tags. As o matter of policy
we have conformed generally to Jovermmeni-wide wege structure. Iaternaily,
wg are most gensitive to mninteining conasistency within orgaplzatiinnl olemente
and gtrict application of the prineiple of “egual pay for equal werk'.

In addition to our regular staff amployees, we use ' ndividuals ia vorious
sontract categories. One unit of the personnel office i3 conceruned primarily
with the preparation scd reviewv of contrmets for these individuals and with
providing personnel proceasing service for staff personnel emgaged in covert
activities.
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Ve algd have a military parsonael unit in the persosnel office  This
division has two main functions: f£irst, to act as the rcquﬁisitmnzéxé polan
to the several services and as keeper of the military records on all militury
people detailed to us by the sexvicea.

We have also set up a centrul procaegsing unit to assist indiviuals
vho are travelling on Agendy Lusinema. MNost of this service is for employeer
and their dependents who are deperting for or returning from sseigments
oversees. This activity is under the administrative supervision of the
persannel office but provides u focel point for all the administrative mo-
cessing attendent to foreign travel. In addition to necespary Agenty procesting,
such as axrenging for travel wd shipment of effects, m&ieai exsmmiration end
lsoculations, security briefing, and so forth, this activity briefs travelers
on what to expect in guch metters as local living acoommadeticos, ol imato,
stores, and so on.

As o final and important speclal feeture, I would like to tell you ibout
our insurance and caswalty affelrs unit. BSome yesrs ago, we recoguized Lbet
cur employees wers facing serious problems with various types of personsl
insurance because of the security restrictions placed upon shem in disclosing
the place and nature of thelr work and because of some of the things they
vers required to do. We have succeedad it resolving many of these pcoblems
through group contracts covering life, medical/surgleel, and travel solicies.
Our most recent success in this field is & travel policy with face values
from $25,000 to $50,000 st anoual premiums from about $18 to sbout §35. This
policy affords coverage on an amual, rether than trip, besis on any coamon
caxrrier, ingluding MATS, whether scheduled or mot. In ordar to prog:ct the
1dentity of our policy holders, we have assumed much of the work nommlly

.
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done by the underwriters, such as ecollection and recording of preniums.
and adjudication of cleims.

The easualty affeirs unit assiste employees or their families as to
their rights and benefita in cases of personal emergency or misfortune, stch
a8 illpess; injury or death and in retirsment. While not en everyiny o :ctrrance,
the unusualness of some of thelr services is illuetrated by the caie of o
ezployes who died overeems in which, bacouse of a number of segurily, cover
and personsl fmotors, required that we take care of all the funeral urranpe-
meats. This unit also handles claime for benefits uoder the Federrl Bmplryess
Compensation Act and medical axpense benafits authorised by our ows. Act
for personnel assigned overseus.

To sum up, we have all of Lhe usual responsibilities for providing a
progran of persounsl adminigtration and, in mxzy instandes, we have asgaed
reaponsibilities which are unhexrd of in the old line Oovernment agency. Thooco
sxtres, if you will, are the personnl services which we render for our Lecple

$0 the end that security is maintained and that we make CIA the very bast

possible place to work. Miie 1s in keaping with the theme that umerlias our

afforts: 4o establish ard maintain in CIA a staff of career persarmal.

fhe development of this careser systas has provided the fremewx: wi tlic
vhich the individual elemenie of our parsonnsl progrem are deeigoed.. Towrod
this end, we had selected into the Caraoer Staff as of Jmuury:;nri,i_vﬁ&mu25X1
who have already demongtrated their suitnbility for career esployment. Approxi-
mately[  |more will be melected ns of the end of Marai. Concurentls. we
have s¢t W & number of programs affecting individual development, rotaiicn,
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